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You Must Apply Online for  
DIA Civilian Jobs  

 For best results, use Internet 
Explorer to prepare your 
application. 
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The application package you build  
online will contain: 

 

 Your résumé – built on-line 
 Any required attachments 
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  Rules for All to Follow When 
Working in DIA’s Employment Sites 

1.  Use TAB – rather than ENTER, to move 
from one field to another. 
 

2.  DO NOT use the “BACK” button/arrow.   
Instead use the links on the page to move 
to a previous screen. 

3.Save your work often.  The system times-
out after 60 minutes if you have not moved 
from one field to another.  
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For all applicants 
 
Draft and submit only one application at a time.   
 
If you save one application in draft – then start 
an application to another job, the data in the 
draft application will be changed by your work 
on the second application. 
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  For ALL Applicants Applying on  
NIPRNet / the Internet 

 
If you apply on the 
internet/NIPRNET, 
using Microsoft 
Internet Explorer, 
go to www.dia.mil.   
 
Click “Vacancies” 
or “Search & Apply 
for Jobs”  
 
Special Status 
applicants 
should NOT 
apply on the 
internet/NIPRNet 

http://www.dia.mil/
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 For External Applicants Applying 
on the Internet 

Visit the 
various links 
on this page 
to learn more 
about 
employment 
at DIA. 

When you’re 
ready to 
move on – 
click the BIG 
BLUE 
BUTTON This is the first screen you’ll see, whether 

you access the site through JWICS, 
NIPRNet, or SIPRNet at your work space – 
or through the internet, at home. 
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You will be 
asked if you 
are a 
current DIA 
civilian 
employee. 

If you ARE a DIA civilian 
employee, in order to apply on the 
internet, through www.dia.mil, 
you’ll need to click “No” to 
proceed. 

 For External Applicants Applying 
on the Internet 

http://www.dia.mil/
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The first time you 
visit our site, you’ll 
need to create an 
account with your 
e-mail address and 
a password. 

NOTE – to receive  
e-mail messages 
about your  
application – be 
SURE to enter your 
e-mail address for 
the network on 
which you are 
applying.   

You will be 
able to 
access your 
application 
ONLY on the 
network on 
which you 
prepared it! 

If you had a user ID and 
password in our former 
system (before 30 May 
2012) – use them to 
log-in – you do NOT 
need to register again. 

 For External Applicants Applying 
on the Internet 
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Enter your e-mail 
address and 
password here. 

 

Click “Register” Your password should 
have no fewer than 5 
characters and no 
more than 12.  It must 
contain at least one 
letter and one 
number. 

 For External Applicants Applying 
on the Internet 
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Click here to see a 
list of all currently-
advertised jobs and 
recruiting activities.  

This is your Careers 
Home page.  From 
this page, you can 
search for jobs, 
begin the job 
application process, 
and monitor the 
status of your 
submitted 
applications. 

To plan a more detailed 
search,  click “Advanced 
Search” or “Job Search. 
(see next page) 

Click the arrows to 
scroll through the 
entire list of jobs. 

At the bottom of the Careers Home page, is a list of all 
DIA jobs posted within the past 30 days that are still 
open. 

• click the link to view a vacancy announcement  OR  

• click check-boxes and click either “Save Selected Jobs” 
or to “Apply for a Selected Job” 

For External Applicants Applying on the Internet 
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This is the Advanced 
Search/Job Search page. 
 

On this page, you can specify 
parameters which will narrow 
your search – by occupational 
group, by location, keyword, by 
VA number, salary or grade.   

BE CAREFUL – don’t make 
your search so specific that you 
miss some jobs!  

When you are ready 
to shop, click 
“Search.” 

To view ALL open 
announcements, 
leave this form blank 
and click “SEARCH.” 

To save these 
parameters to 
use in the future, 
click “Save 
Search.” 

For External Applicants Applying on the Internet 
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 For External Applicants Applying on the Internet 

If you click “Save Search, you 
will next see this page. 

1. Enter a name for your search. 

2. If you want us to send an e-
mail notice to you whenever 
jobs with these parameters are 
posted, click “Use As Job Agent” 

3. Click “Save Search” – to 
move to the next screen 

4. Click “Run Search” to activate 
your job search. 
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For External Applicants Applying on the Internet 

Here are your search 
results. 

•To open any Vacancy 
Announcement, click 
the link. 

•To save jobs in your 
“job basket,” check the 
boxes and click the 
“Save Jobs” button at 
the top of the page. 

•To start your 
application for one job, 
click ONE check-box 
and then click the 
“Apply Now” button at 
the top of the page. 

Move to other pages at 
any time using the links 
at the top of the page. 
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“My Career Tools”  is a 
central information 
source. 

• Click “Edit Profile to 
edit the contact 
information you put in 
your application. 

•Use “My  Applications” 
to see your previously 
submitted applications 

•Use “Attachments” to 
see attachments you 
have added to 
previous applications. 

•Job Offers will list your  
pending job offers  

For External Applicants Applying on the Internet 
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This page (longer than you 
see here) gives a partial 
picture of the vacancy 
announcement/job 
opening.  To see the entire 
vacancy announcement, 
click this link, “Email Job 
Opening Text.” 
 
The  vacancy 
announcement will be sent 
to you at the e-mail 
address you used when 
you registered.   

For External Applicants Applying on the Internet 
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This is the top 
section of the 
Vacancy 
Announcement, 
showing the basic 
information about the 
position. 
 
The center section 
describes the duties 
of the job. 

For External Applicants Applying on the Internet 



Directorate for Human Capital 

18 

The bottom portion 
lists the qualifications 
and other 
requirements for the 
job. 

For External Applicants Applying on the Internet 
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IF you want to apply 
for this job – go 
back to the more 
abbreviated version 
of the 
announcement and 
click  “Apply Now” 

For External Applicants Applying on the Internet 
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Read the instructions and click 
“Continue” to begin your application. 

For External Applicants Applying on the Internet 



Directorate for Human Capital 

21 

For External Applicants Applying on the Internet 

The “MY Profile” page is 
crucial – we must be able to 
contact you.   
 
3 fields are required: 
•First Name  
•Last Name   
•Email type  

Remember to “Save.” You 
will be taken to the first 
page of the application. 

DIANDJS@dodiis.ic.gov 
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The top part of all 
of the pages of 
the application will 
look like this.  On  
EVERY PAGE, 
you must scroll 
down to address 
the questions on 
that page.  

At any time, you can 
click “Save” to save 
your application without 
exiting the application. 
To exit the application, 
“Save” then click 
“Careers Home.” 

At the bottom of the top section of the page are links to the pages of the 
application. 
•The blue underlined links are pages you  have already visited and can return to 
•Click the “Next” link or the arrow to move forward to other pages  
•The “Bolded” link is the page you have on the screen 
•You must move forward.  After you have visited a page, you may return to it, 
one page at a time 

For External Applicants Applying on the Internet 

Grace A. Babb 
1 John Street 
Springfield, OH  45896 
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This is the top section of the 
“Preferences” page.  Record 
your preferences and scroll 
down to the lower section of this 
page. 
 
NOTE -  
• you are not required to enter 
any information on this page. 
 
•Only the information you enter 
will show on the printed 
application – if you choose to 
not enter information in a field – 
that field will not be displayed on 
the application. 

For External Applicants Applying on the Internet 
Preferences 
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This is the bottom 
section of the 
“Preferences” page.  
Continue to record 
your preferences.  
 
NOTE:  
• you are not required 
to enter any 
information on this 
page. 
•Only the information 
you enter will show on 
the printed application 
– if you choose to not 
enter information in a 
field – that field will not 
be displayed on the 
application. 

The DIA pay plan   
is GG.   Other 
Federal agencies 
use other plans, 
GS, GM, FS, etc.   
 
NOTE:  
• Veterans 
Preference is not 
available to 
current U.S. 
government 
civilian 
employees. 

Preferences 

For External Applicants Applying on the Internet 
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If you previously entered work experience data in a DIA application on this network,  
that data will appear here.  If you did not previously enter work experience data, you 
must enter it now.         

Click the trash can 
to delete an 
instance of work 
experience.  

Click 
the link 
to 
review/
adjust 
the 
entry for 
one of 
your 
jobs.  

Click here to add periods of work experience. 

Work Experience 

For External Applicants Applying on the Internet 
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This is the page on which you 
will enter each of your periods of 
work experience.   
 
Whether you’re adjusting 
currently available work history 
– OR – adding new data, your 
page will look like this.     

These red entries 
are just reminding 
you that you must 
enter data in those 
required fields. 

Both the “Save and Return” and “Save 
and Add More” buttons will save your 
data and keep you on this page. 
 
“Cancel” and “Return to Previous 
Page” will take you to the main Work 
Experience page – without saving 
your data. 
 
If you entered data and continue 
your application – first click “Save 
and Return” – then click “Return to 
Previous Page. 

Enter any applicable work 
experience here. Your  job 
description should support 
the responses you provide 
to assessment factors in 
the application. Your Job 
description should be no 
more than one page in 
length (approximately 700 
words) for each job.  Click 
the “Word Count” button to 
learn how many words you 
have entered.  

For External Applicants Applying on the Internet 
Work Experience (continued) 
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Education and Training 

The top part of this 
page is for your 
degree-related 
education.  

Click the link to 
review a previously-
entered degree. 

Click here to add a 
degree. 

To delete a degree, either click the 
trash can or check the “Delete” box 
and then click “Delete Selected.” 

Use the drop-down 
to find and enter 
your highest 
education level. 

For External Applicants Applying on the Internet 
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Use the magnifying glass look-up 
icons to find the appropriate entries. 

NOTE – the list of majors is a 
federal government list.  You might 
not find the exact wording of your 
major.  Use a descriptor which is the 
most similar. 

Click OK to save this 
entry and return to 
the Education page. 

Click “Cancel” to go 
back to the 
Education page 
without saving this 
entry.  

Click “Apply and Add 
Another” to add 
another degree. 

Education and Training (continued) 

For External Applicants Applying on the Internet 
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Education and Training (continued) 

Click here to add 
training (non-
degree-related 
courses). 

For External Applicants Applying on the Internet 

Add your training courses here. (the first 
three items are required) then… 

- Click “Save and Return” to save this 
training and stay on this page. 

-Click “Save and Add More” to save your 
addition and add more training. 

- Click “Cancel” to return to the 
“Education and Training” page without 
saving your data. 

- Click “Save and Return” – then Return 
to Previous Page – to save your training 
and return to the “Education and 
Training” page. 
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Education and Training (continued) 

This is your 
compiled 
training list.   

To delete a 
training 
course, click 
the trash can. 

For External Applicants Applying on the Internet 
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Accomplishments 

To add a License or 
Certification, click here.   

Click the magnifying 
glasses to find your 
“License/Certification,” 
“Country” and “State” – 
enter applicable data in the 
other fields. 

Click “OK” to save this 
listing. 

To add more 
licenses/certifications, 
click “Apply and Add 
Another.” 

For External Applicants Applying on the Internet 

To delete a listing, click 
in the check box and 
then click “Delete 
Selected.” 
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For External Applicants Applying on the Internet 

To self-certify your 
language skills, click 
here. 

Click the magnifying 
glasses to find your 
Language, then enter 
applicable data in the 
other fields. Click “OK” to save this 

listing. 

To add more 
languages, click “Apply 
and Add Another.” 

Accomplishments 
(continued) 
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Click here to add 
Defense Language 
Aptitude (DLAB) test  
score entries. 

1. Use the 
magnifying-glass 
look-up to enter 
the title of the 
Battery. 
2. Enter your test 
date 
3. Enter your test 
score. 
4. Click “OK” 

To delete a DLAB 
listing, click in the 
check box and then 
click “Delete Selected.” 

For External Applicants Applying on the Internet 

Accomplishments (continued) 

Click “OK” to save this listing. 

To add more test results (unlikely), 
click “Apply and Add Another.” 
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Click here to see 
existing recorded 
Honors and Awards 
(from a previous 
application, if any).  
 
To add another Honor 
or Award, click here.   

To delete an honor or 
award, click in the check 
box and then click “Delete 
Selected. 

Accomplishments (continued) 

1. Use the magnifying-
glass look-up to enter the 
title your honor or award. 
2. Enter award specifics. . 
4. Click “OK” 

Click “OK” to save this listing. 

To add more test results (unlikely), 
click “Apply and Add Another.” 

For External Applicants Applying on the Internet 

Defense Superior Service Medal 
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Experience performing intelligence analysis in 
the field, using XYZ equipment and software. 

Accomplishments (continued) 
If there are multiple 
items listed here – use 
the arrows to scroll 
between them. 

Use the drop-down to select either “yes” 
or “no.”  (Any further details about your 
experience/expertise in this area would 
need to be highlighted in your work 
experience.) 

For External Applicants Applying on the Internet 
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Assessment factors 

Use the drop-downs to 
select your level of 
experience, education, 
and accomplishment 
for each of the factors. 
 
Remember – your work 
experience section 
should fully support the 
selection you make 
here. 

For External Applicants Applying on the Internet 
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Please click the drop-down and tell us  
how you learned about this job. 

Referral 
Information 

Click “Submit” to 
submit your 
application for 
consideration. 
 
Click “Save” to save 
your application 
without submitting it. 

If you submit your application 
and later want to make a 
change – you may submit 
another one any time.  
HOWEVER – to create another 
application, you will have to 
start a NEW application – there 
is no way to adjust and re-
submit the previously 
submitted application. 

For External Applicants Applying on the Internet 
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For External Applicants Applying on the Internet 

When you click 
“Submit,” this pop-up 
will appear to remind 
you to attach any 
required attachments.   
 
FIRST: Click “OK” and 
finish your “Submit” 
 
THEN: click the link to 
go to Careers Home. 
(continued on next 
page) 
 
NOTE: current DIA 
civilian employees will 
have no required 
attachments.  
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For External Applicants Applying on the Internet 

Adding an attachment 

On the Careers Home page –  
1. Go to My Career Tools.  
2. Click “Add Attachment.  
3. Fill in the blanks for 
Attachment Type and 
Purpose. 
4. Click the link “Add 
Attachment. 
5. Locate and upload your 
attachment . 
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To view/print a copy of your draft or submitted 
applications –  
1. Go to “Careers Home”   
2. In the My Career Tools” block, click 
“Submitted/Saved Applications 
(continued on next page) 

For External Applicants Applying on the Internet 

Viewing/printing your application 
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Use the arrows to scroll 
between multiple pages of 
applications. 

Delete applications by 
clicking the check box then 
push “Delete Selected 
Applications.” 

Click here to see an on-line 
version of your application. 

Click here to see your application 
as it looked on the screen when 
you were completing it.  You will 
NOT be able to make any 
adjustments! 

Viewing/printing your application (continued) 

For External Applicants Applying on the Internet 
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For External Applicants Applying on the Internet 

This is the top portion of the on-line version of your application.  To print 
your application, click here.  A copy will be sent to your e-mail box. 
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  For ALL Applicants 
How will you know the status of your application? 

We will send an e-mail message to you:  

1. When we receive your application. 

2. When your application is being referred for further 
consideration. 

3. If we are no longer considering your application.  

4. If the vacancy announcement is cancelled. 
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For everyone! 
Need Help with the on-line application process? 
Please contact our help desk 
Commercial: 301-227-8400 
DSN: 312-287-8400   
  
We're available: 
 Monday-Friday         7:00 a.m. - 11:00 p.m. ET  
 Saturday-Sunday     11:00 a.m. - 10:00 p.m. ET  
 
e-mail diajobs_help@dodiis.mil  
 

mailto:diajobs_help@dodiis.mil
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